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Overview

The DC STARS Student Information Manager guide is designed to provide detailed
information on entering and managing student data. The guide also provides the user
with detailed instruction on admitting and withdrawing students in addition to adding,
and editing critical student and school information.

Objectives

Upon completion of this session participants will be able to:
e Perform general and specific queries
e Use tools and menus to locate and enter student information
e Locate, enter, and update pertinent information on the seven student demographic
screens
¢ Admit students
e Withdraw students
View student mark information inclusive of advisory grades, credit details, and
diploma information
View student course selections
View attendance data
Generate reports
Identify the most commonly used reports
Enter and edit general school data
Manage homerooms
Add rooms

Participant Pre-requisites

DC STARS Overview Training Session
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1.0 Start Screen

The start screen is home base for DC STARS. From here all functions are easily accessed
using menus, icons and navigational buttons.

DC STARS icons positioned on the top of the Start Screen just below the menu bar give
quick access to areas of functionality such as Admitting and Withdrawing a student,
Reports and the Attendance module.

Menu Toolbar Icons

Main Menu Common\jiewm&dministration Lock Mail GQuery Help Window

$E|Start Screen Instance: st Select School =l
SELECT

SELECT 5
P Y= *‘ﬂ Announcements 3 i E 55
stupent | Schooe | merit | weR  Sehiool Infarmation » B RS v ==
Course Information L3
Current Schoa Semester User
Fee Management LB 1 RINGGOLDLO1
Incident Reparting L3
Injury & Accidents Reporting  »
EIUEBEEE Mursing Information »
Pupil Ma. - ) Basic
PRs Dutstanding parents
Transportation L :
Legal Last Nal — & Medical
Design Letters Alt Address
Legal First Mat &ll Student Correspondence Contacts
Attendance Intervention * Courses
Hrim Staff
g ,ﬂ,! ark Information Secondary Diploma
Cptfn Sheet * Elementary » Transcript
Home Room  mAster Timetable Builder
= HNotes
ass Simulation s el =iy e
- Standards Based INCItBIS
Examm Titnetahle Builder = Timetable
GPA Module Mark Entry Completion Log —_— |
O Al (currepit + = Notedncidemnt
= Curren Report Card Selup Comments Print
Pre Transition , Bromotion Comments
Sn-:heduling . , Student Pramations Entry
Mass Updal;s » Eersonal Frogress Codes
/ Parent Assistant p| EDBUS 20 BRERS
. o . GPARankings
Highlight/a menu to view the = o
pull down list. Entries with R Gl ETams Buttons to the
an arrow indicate a Student Partfolio Management right allow ‘I_“le
submenu pull-down access to various
screens.
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2.0 Using the Query Function to Access Student Information

DC STARS has a very powerful and flexible query function. It can be used to filter
records in your search and find specific information as quickly as possible. A query has
three basic steps: 1) put the window in query mode 2) specify search criteria 3) execute
the search. Queries may be performed by using either the Query Menu area of the main
menu bar, or by using the F7 and F8 function keys.

2.1 Performing a Query Using the Query Menu

Select enter for
query mode

2.1.1 Select Enter for query mode.
2.1.2. Enter the criteria in any of the flelds you want to

Main Menu CommonYiew School Administration Lock  Mail 8]

€& start

reen Instance: stars Rel 101

a»ﬂ|a¢n @L@‘E”

AL 1o

Execute

........... & Last Criteria B
Cancel
Current School Selected User
[404 [Browne Junior High School 1 RINGGOLDLO1

Current Student Selected
Fupil Mo Basic
Parents
Medical
Alt Address
Contacts
Courses
Hrm Staff
Diploma
Transcript
Notes
Incidents
Timetable
Noteincident

Al icurrent + wdr) 25 ‘ia fHotenncinents
& Current 2@ E— Primt

riot Registered -

Legal Last Mame Sufiix

Legal First Mame

Sex  Grd Phone ko Birthdate

Home Room withdraw Date

2.1.3 Select Execute from the query menu to execute the query.

‘&% District of Columbia Public Schools Student Information System
Main Menu  Common Yiew School Administration Lock Mail B

1 Help  window
@S(anserggn Instance: stars Rel. 10.1

t‘n LLLLLL | zgz | ? | E |
Current School Selected
[404 [Erowne Junior High School MGGOLDLOY

| Select last criteria from the
menu to use the previously
defined criteria.

Select cancel if you have
- \ selected enter from the query
menu and decide not to run a
query.

Current Student Selected
Pupil Mo

Mot Registered -
Legal Last Mame Sufix
Legal First Mame

Sex Grd Fhone Mo Birthdate

Home Room withdrawr Date

coygree gl e B
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2.2 Performing a query using the F7 and F8 function keys

The F7 function key can be used in place of Enter on the query menu. The F8 function
key can be used in place of Execute on the query menu. Holding the Ctrl and Q keys
simutaneously cancels the query.

2.2.1 To begin a query, press the F7 key on the keyboard. This clears the current record
and launches query mode. Read the message line at the bottom of the screen for the status
of your query.

Main Menu Common Yiew School Administration Lock  Mail Query Help Window

{5 Start Screen Instance: stars Rel. 101 =]
secect | seLECT AL To B »
vl ol aell| D ﬁ E .I £ w
ani| gy | Ave ATE| M : ,,5 2." = |

Current School Selected Semester User

[ [ 1 RINGGOLDLO

Current Student Selected

Pupil Mo. Basic

Mot Registered = Parents
Legal Last MName Suffix Medical

Alt Address
Contacts
Courses

Legal First Name

Sex Grd  Fhone No Birthdate Hrm Staff
’_ | | Diploma
Transcript
Home Room ‘Withdraw Date T oaeen |
l \ [ = __Notes |
- Incidents
Timetahle

Notedncident

ANl (current + wdr) %@ % Q_ iNotelncident|
& Current Print

Enter ey oress FR1o mecute. Chied o cancel

AN

Always read the message line to confirm that information
entered has been applied and saved. It also provides
information and reasons why certain records may not be
created or changes may not be applied.
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2.2.2 To retrieve all student records, press F8. The vertical scroll bar to the right of the
pupil information is activated to provide access to multiple records.

2.2.3 To query specific student records, enter the information such as Name, Pupil No,
etc. and press F8.

2.2.4 Selecting the Current radio button queries current students.
2.2.5 Selecting the All radio button queries current and withdrawn students.

Before Pressing F8

Current Studem Selected
Pupil Mo

Mot Registered -
Legal Last RName Suffix
IEETea |

Legal First RKame

Sex Grd Fhone Ho: Birthdate
| | | |
Horme Room Wyithdrawe Date

| | | -

Al focurrent + wede) Jiﬁl ¥| E_l
= Zurrent

After Pressing F8

Current Student Selected

it ) : The Scroll bar becomes active

Registaran Fart-tirme - e .
providing access to multiple records.

Legal Last HMame S Uit

|Davis

Legal First HName

I.-ﬂ-.dele

Sex Grd Frhiarie o, Birlhidale

[F |os |t=zoZzyooo-5523 [0ss1 001932

Home Room YWithdraw Date
jozsa |Haunton Beth | -

oAl fcurrent + wed ) ﬂﬁﬁl ¥>| E_l
=+ Current
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2.3 To obtain a count of student records

To learn the number of student records that meet particular search criteria, while on the

start screen, press the F7 key to enter Query mode, enter query selection and then click
Shift + F2. The count will display at the bottom of the screen.

Main Menu  Common Yiew School Administration  Lock  Mail Query Help Window

5| =0 1ol B [ dih| | T B =t [4 et

Current Schaol Selected ST user
[464  [Browne Junior Figh Sehool rT RINGGOLDLO1

H@stansween Instance: s(ars Rel 1

Current Student Selected
Pupil Mo Basic
Parents

Medical
An mddress
Contacts

Mot Registered =
Legal Last Name Suffix
Legal First Mame

Courses

Sex Grd Fhone MNo. Birthdate Hrm Staff
Diploma
Transcript
Horme Room withdraw Date

Notes
Incidents
Timetable

Noteancident

e 5@ We| JL _Noteanciaont |
S 2 v J

@0355: Cuery will retrieve 138 remD

2.4 Using the Wildcard when querying

The wildcard (%) function can be used anywhere in a query. Using the wildcard you can
query using partial information to obtain the entire piece of information. You may put
only a part of the last name of a student to get all the information about that student.

Johnson can be queried as Jo% son if you re unsure of the spelling. This will retrieve both
Jonson and Johnson.

Main Menu  Common Yiew School Administration Lock  Mail Query Help Window
@Star‘t Screen Instance: stars Rel. 101 =

seLect sysTER 5
55| | aeil| aeld| B &‘ @‘ EI‘ g | P
stusent | ‘scaooc | “moenr nrrll:[ repdRrs | Lol
Current School Selected Semester User
[404 |Browne Junior High Schoal 1 RINGGOLDLO1

Current Student Selected

Fupil Mo. Basic
Mot Registered - Parents
Legal Last Mame Suffix Medical
[iossor Alt Address
Legal First Name Contacts
Courses
Sex Grd  Phone Mo Birthdate |_GITETET
[ [ Diploma
Transcript
Home Room Withdraw Date T moe
[ [ [ = __ Hotes |
Incidents
Timetable
Al (current + wdr) %@ F ﬂ_ NoteAncident
= Current Print
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3.0 Accessing Student Demographic Information

Individual student demographic information can be accessed by using the Start Screen to
query the student in question and by using the appropriate button or menu, to navigate to
the required piece of information. To retrieve information on a student, query on any of
the fields available on the screen. The two most appropriate fields are Pupil No. or Last
Name. Remember to use the wildcard if you are uncertain about spelling.

Main Menu  Gommon View School Administration Lock  Mail Query Help Window

¥ start Screan Instance: stars Rel 10.1 ]
;;;;;; seerr
Hii| g | anll a«ﬂ S
St | S | ‘et | o sk | [
current School Selected User
I 1 RINGGOLDLOT

Current Student Selected

Pupil Mo Basic
Mot Registered - Parents
Legal LastMame Suffix Medical
Alt Address
Legal First Mame Contacts
Courses
Sex Grd  Phone No Birthdate HimiStaf
Diploma
Transcript
Home Roam Withdraw Date = |
Notes
Incidents
Timetable
Al (current + wdn) %ﬁ v., E_ Motedncident
& Current Print

3.1 Basic Student Demographics Screen

Navigation Path: Start Screen > Basic Button > Basic Student Demographic Screen

udent Demc

Full-Time

Student Tuition paid by > | Tuition type hd d
Current School [458  MeKinley Technolagy High ElEE LR Address Last Modified: 22-Gep-2004
Pupil No. Gender hd street | o rol

Legal Last Name S - Complex Apt #\

Legal First Name | CityMunic |Washingtan

Usual Last Name ’7 Sfr ’—Ll County -
Zip Code 20018

Preferred First | State |DC
Legal Middle | Irwalid Addr, Reason | =]
Third Initial | ™ aoond. | =l prooforaddress
Birth Date 18 vyrs 6 mons Wer according to O -
Proof of Age ailing Address
ge [sirth Certiicate = ~| ¥ Same as Property Addre Aletts
HomePhone | [ Unlisted mE
EthnicityRace |EII " - Washington, DC 20018 Legal District of Res
ey ,ac— ~| [District of Golumbia mrr
StataiMinistry # Previous SchoolfDistrict
Distr\ct|
Admission Information
Reason |Re-admn in same school j Sehnol | ‘
- o ] State | ~ | Address -
e rade |Gr.
= Country hd
|~

CHR:| 0252 (51701 -252 Adhoe Fiel @ vb ‘JJJ Q_
<l‘:l I:D NHR:| 0252 (52T0]-252 Dermo Log =
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This screen is the first of seven possible screens in the student demographic loop. Using

the Back <<=/ or Next => | arrow keys allows you to move through the different
demographic screens.

dent Demaographics

Full-Time

Wemao

Student Tuition paid by > | Tuition type =2 ﬂ
Current School [458  McKinley Technology High LTRSS Address Last Modified: 22-Sep-2004
Pupil Mo. | Gender | | Street | | J Fo |
Legal Last Name | Sfxl ﬂ Complex | Apt#|
Legal First Name | CityMunic |[washington
Usual Last Name | sie| vl County |
Preferred First | State |DC Zip Code |20019
Legal Middle | Invalid Addr. Reason | |
Third Initial | ™ smound... | =l Prootof Address
Birth Date 18 yrs B mons ‘Weraccardingta D... =
Proof of Age [Birth Certificate . >| || Mailing Address 1 ¥ Same as Proparty Addre.. | Alerts
Home Fhone [ Uniisted Washington, DC 20019 Legal District of Res |—|—
Eth"":"w;asc: IE"a°k =l ' ~| [District of Columbia mrr

State/Ministry # |

Previous SchooliDistrict

Admigsion Information

Diistrict |
School| | ..

Rez[l)sal:n IRe-admll in sanmzsc;cl'El(I3 — ﬂ State |— ~| address =~

e rade |Gr. J Cauntry l—_l'

<:| ‘:> CHR:| 0252 [S1T0)-252 Adhoe Fiel... (@ % I£J
MHR:| 0252 [52T0] -252 Demo Loa =

This is the date of registration. Actual registration occurs the

first daﬁ a student attends school.
B Fuil-Time [EyNe system determines this status by calculating the number of course
minutes for which a student is scheduled.

o hemao |This feature allows a user to enter an inter-school memo that will follow
the student to other schools. Click to enter or to view contents. The button is blue
if it contains information and grey if not.

. M Click to view alert information such as details regarding a life threatening
condition.

10
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Basic details for the student can be viewed or entered here. Required fields include:

Legal Last Name

Legal First Name

Gender

Birth Date: Is used to calculate age.

Proof of Age: The applicable proof of age is chosen from the drop down
Ethnicity

CHR, NHR: Current Homeroom, Next Homeroom

Adhoc Field: Click this button to enter or view information on the Enter Adhoc
Fields screen.

Demo Log: Click this button to view a log of changes to demographic
information.

Student Address Information

Street: Is chosen from a valid address table

Invalid Address Reason: If an “Out of District” address is entered, an
acceptance reason must be selected.

X-Boundary: When checked, this indicates that the current school of enrolment is
outside the school boundary for the property address. The school associated with
the property address is listed to the right.

Proof of address: Applicable proof of address is selected from the drop down
menu.

Admission Information

Reason for admission
Date of Admission

11
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3.2 LCD Information Screen

Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen
> Right Arrow (once) > click on Lang/Eth (Language/Ethnicity) tab. OR Start
Screen > Common View > LCD Information > Click on Lang/Eth
(Language/Ethnicity) tab

E}% LCD Information

[55 Select the

458 |McKinley Technology High Homeraom

ucriey S - Lang/Eth tab
Pupil Number Legal Last Name Suffix  Legal First Name Gender Birth Date Grade

\ M

Select the
student’s First
Language in
the First
Language field

Select the
student’s

Indian Ancestry Type

Language
Tribal Type —
spoken at
DiA#
home in the
Lang at Home
[~ Home Language Survey field

Home Language Survey Date

e SE

12
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3.3 Student Miscellaneous Information Screen

Navigation Path: Start Screen > Basic Button> Basic Student Demographics Screen
> Right Arrow (twice) > Click On Miscellaneous Tab OR Start Screen > Common
view > Student Miscellaneous Information > Click On Miscellaneous Tab

This screen is used to set the family courier, using the family courier allows the school to
generate one mailing label per family, instead of per sibling. Select one student per
family as the Family Courier. Keep in mind that when a student is admitted the Family
Courier field is checked by default. So if there are multiple family members attending
the same school, deselect the checkbox for the other family members that are not to be
the family courier.

78 Student Miscellaneaus Information

458 |McKinIeyTechn0Iogy High Homeroom Mo Hameroom j Select the Miscellaneous Tab
Pupil Mumber Legal LastName Suffix  Legal First hame Gender Birth Date Grade Middle Name
9118153 [abaulian |asia [F [oarenass | Select or Deselect the Family courier

Parmigsions } Recards Locker

! 2 box as appropriate
| /
EtemalRef#| |
For Library System ’7
For Point of Sale System ’7 :
For Texthook System ’7 Olq P
Migrantid®[

Mother Deceased J |
Father Deceased

¥ Family Coutier

[ Interpreter Required
I Requested Materials in Another Language

13
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3.4 Parent Information Screen

Navigation Path: Start Screen > Basic Button > Basic Student Demographic Screen
> Right Arrow (three times)
OR Start Screen > Parents Button

The parent information screen is where all pertinent parental/guardian information is
entered and stored. The information can include legal parents, step-parents, legal
guardians and those who may have court access to the student.

£ District of Columbia Public Schools Student Information System il — 1ol x|
Action Edit EBecord Query Common View Ravigate Lock Help Window
484 [Jilr's High School Homeroom Mo Hameraom =
Fupil Mumber Legal Last Mame Suffix  Legal First Name Gender Birth Date Grade  Middle Mame ;I
[poozzse | Jalee [kerrin [F [11marssi [ ] =
JET | |
Custody Living With Court Access
Parents |Elnth Parents ;I IEIDth Parents ;I IAdvncate ;I m
Tvpe [Mother = | ‘Work on Govt Property| =] wilitary Employee? ™
Last Name |~llee Flace OfEmpInymentlACS
First Name |[Edna Occupation|
Preﬂxlms_ vl Enter Motes I Business F'hnnel( 2023 000-5192 E)dEnSIUHI
I+ Living wWith Student? ™ Emergency Contact? W AT e
¥ Same as Student's Address
I Migrant ¥orker 7
Address |1 324 £ Chatham str APT# 2 = I~ Unlisted 7
\iashington, DG 20020 = Home Phone I( 202 000-1528
- Cellular Phone I oicevall I
Language [English ~] | —
Correspondence Language Fan # I -
[English =1 Pager # | Pager Ext. |
¥ Speaks English E-mall Address | =
I” Copy of Correspondence 2 Educational Level | =1
I wWilling to volunteer ?
(L
<::|| :>| Bhoto | Make Gios HDD| DEL | V>| :J| Q_l
|Pupi| Mumber |

@istart] | =4 | <= Removable Disk (0:) | 8] Getting_Started_091... | 4 DC STARS Home Pag... |[E; District of Columbi.. |« &b 3:02PM

The following fields are required on the Parent Information Screen:

e Type, Last Name, First Name, and Address

e [f the Living With Student is checked DC STARS will create a mailing label for
the parent(s) with whom the student resides.

*  When the Same as Student’s Address field is checked, DC STARS will
automatically populate student’s address into the address field.

e Use the Correspondence Language drop down box to select from the available
languages.

[ ]

If you check the Copy of Correspondence? Field, DC STARS will create a
mailing label for the parent(s) who wishes to receive copies, although not living
with the student.

14
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X

e To correctly format a Home Phone, Business Phone or Cellular Phone number,
hit the Tab key on your keyboard after entering the 10 digit number in its
corresponding field.

¢ Do not populate the Migrant Worker?

4
¢ (lick the SAVE = button to preserve your work.

3.5 Emergency Contacts Screen

Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen
> Right Arrow (four times) OR Start Screen > Contacts Button

The Emergency Contacts Screen stores information about emergency contacts
including parents or guardians.

& District of Columbia Public Schools Student Information System

Action Edit Record Query Common View  Mavigate Lock Help Window

DC STARS Student Information Manager

’Z:E Emerg y
287 |Murch Elementary School Homeroom |206 - Schafer, Elizabeth ﬂ
Pupil Mumber Legal LastMame Suffix  Legal First Mame Gender Birth Date Grade Middle Mame d
Use the Call Sequence [az17049  [Ashieydr [michael [ [ozrz3rz000 02 fvan j
field to associate a 4 | *
number with a contact  Emergency Contact
to designate the order Call Sequence  Last Name First Name Relationship
in which a COIltaCt/V [1 -l [king [andrea [Ernergency contact =~ o
should be called.
Language Address Flace of Employment
[English | |tGrand mathen <)
You MUST select the
ADD button to add I Can pick up student? -~ Notes
information for
another contact. Horme Phone [ Unlisted ?  Work Phaone Extension
E-mail Addrass | Fan# Yoice Mail
Cellular Phone |( 202) 6G4-0396 Fager # |

<2

nnn‘ DEL ‘ %‘ éH Q_‘

e For each emergency contact record, the Last Name and First Name fields on the
Emergency Contacts Screen are mandatory fields, complete the remaining fields
with the information that you have been provided with.

[ J

Click the ADD button to enter additional Emergency Contacts for a student. Click
the Delete button to delete an Emergency Contact for a student.

15
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e Use the vertical scroll bar to view multiple Emergency Contacts for each Student.

3.6 Home Room and Staff Assignments

Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen
> Right Arrow (five times) OR Start Screen > Hrm Stff

This screen records Counselor, and Home Room assignments for a student. It also
displays current and next year courses.

@Humeroom and Staff Azsignments

ol x|

[324  |Takoma Educational Center Homeroom [naon - |
Pupil Mumber Legal Last Mame Suffix Legal First Mame Gender Birth Date Grade  Middle Mame ﬁ
|aodga7o | | | M [ozr11984 o8 =
Staff Assighments As=ign HRoom hefare St Assign) 4 ﬂ
Counselor | 7| Dal
MentarAdsisor | 7| pel|  Currentiear
Case Manager| O Mext Year
Home Rooms Course | 5 | T | D| P | Teacher | Room |
5 add | Delete HC4 HC4 Bofo [ [1 Jo1] oro1r |
[ 0800 - GaNT, PAMELA D200 (5170) v ] [ED2 English 8 [80[0 [0 [1 [0Z [GANT, PAMELA [0800
il ~1 |34 [science 8 [ To o 1 [a3] [0702
I |1 [mos [Preal [g0 o [o[1 |05 [cHATMON, MaRY [0201
[ELD [E [ [o[o]z [os] IDEF
[s04 lart s [ [o o[z [04]caRMER,CARMER|
[F12 [HIth&FE & [21]0 [0 ]2 [05 [cARNER,CARMER 0405
| | HEEEN |
| | HEEEN |
| | HEERN |
| | HEEEN |
| | EEREN -

<=

Counselor assignments may be added by clicking the question mark ﬂ and choosing

from the list of values.

eSIS version 11.1 Ver. 2.0
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3.7 Recording Medical/Health Information

Navigation Path: Start Screen > Basic Button > Basic Student Demographics Screen
> Right Arrow (six times) OR Start Screen > Medical Button

The Medical/Health Information Screen is used to record Student Medical Information.
Doctors, dentists, and other health professionals may be included. Information may be
entered or viewed on this screen. The Medical section of the window stores general
health care information. This includes serious allergies or life threatening conditions, and

any special requirements concerning them.
@ MedicalfHealth Infarmatian

|452  |Ballou Senior High Schoal Harmeraam |Mo Homeroom |
Pupil Mumber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade  Middle Mame
[s032005  |Paker [ [Thomas M [o1/09r1 993 g |
L »
Medical Information _I_I J
Allergies and Health Conditions
Doctor Name [Henry Smith Phone |( 202)407-0800 | |goq sting Allergy -
Dentist Marme | Phane | =]
. ) 2
Health InsMedicaid | Accident Ins? Lifa Threatening ? m
Insurance Cartier Mame | [ Other
Preferred Hospital | =
Permission to Transport| z
Last Physical Exam
Date [08/08/2007 FRM Med Type Dosage Routs
. v |NotUsed ﬂ| | ﬂ| ﬂ -
PassiFail |Pass hd -
i - | =l | =l =l
Athletic Status -
| =l | =l ==
" Eull Physical " Alternate Physical rdd | Delete
- Immunization Fast Entry L
@ ¢ Specialists Other Health Factors : —
Childhood Diseases ]E

M If the Allergies and Health conditions field includes a Life Threatening condition,
setting the field to yes will automatically generate an entry with this information in the
yellow ALERTS window.

TATe TRrearening Healtn Conosions

e Stimg Bleror

Exit
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@3 MedicaliHealth Infarmation

|[452  |Ballou Senior High School Hormeroorm [Mo Homeroarm | Alert
Pupil Mumber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade  Middle MNarne
[po3z005  [Baker Thomas B R EEE 03 |

Medical Information

4

Allergies and Health Conditions
Doctor Mame [Henry Smith Phaone [( 202)407-0800 | [go, Sting Allergy i‘
Dentist Name | Phone |
Health InsiMedicaid | Accident Ins? Life Threatening ? [res =]
Insurance Carrier Mame | r Other
Freferred Hospital |
Fermission to Transport I
Last Physical Exam
Date [0&maEzOO7 P’EN Med Type Dosage Route
[ - - ~| =
PagsiFail |Pass - — Mot Use 53| =l =l
. = | =] | = =l
Athletic Status —
| ] | =l ==
= Eull Physical  Alternate Physical add Delete

| Immunization Fast Entry |

Other Health Factors
| childhood Di

Specialists ‘

== A=i=1N

To enter additional health factors on the student’s record, click on the Other Health
Factors button. The Other Health Factors Screen will display.

T Other Health Factors 0j =
|as2  [Ballou Senior High School Homeroom |[Mo Homeroom ~1 Alert
Pupil Murmber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade Middle Mame =
ENEFRDI | | [Thormas b 09 =

JEN I— [o]]
Other Health Factors
Description rarrative | Date Began |
|Asthma (old tahle) |Studem was diagnosed with asthma 07 B/08. He carries an inhalar with h||EITJ"I B/2008 =1

|Migraines (old table)

|-\J-\J-\J-\J-\J-\J-\J-\J-\J-\J

Click on the? within the Description field to open the drop down list. Highlight the
appropriate health condition in the drop down list and click OK. Place your cursor in
the free form text Narrative field; enter details about the health condition. Click the
ADD button to enter another health condition. Click the SAVE button to preserve your
entries.
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4.0 The Print Quick Access Button

Clicking the Print quick access button allows you to quickly view and print a variety
of information for a specific student.

Main Menu Common Yiew School Administration Lock Ma Gluery Help Window

@Star‘t Screen Instance: stars Rel 101 x|
secect | seiecr | . CALL T s P
ol 4+ 7 k= =
Lo ool el Al
Current School Selected Semester User
[452 [ 1 RINGGOLDLO1
Current Student Selected Alert
Fupil Mo. __ Basic |
Mot Registered  Full-time -] Parents
Legal Last Narne Suffix __Medical |
| | Alt Address
Legal First Marme __Contacts |
|Regina Courses
Sex Grd  Phone Mo, Birthdate | (T |
F[og [(202248-2965 [02/24M 903 __Diploma |
Transcript
Home Room Withdrawe Date T o |
Notes
2115 |Teachar, Mew Ma | Rl T |
Incidents
Al (current + wdt) %@‘ v‘ ‘
= Current
Action Edit Block Field Record Query Lock Help wiindow
%HUIF‘nm x|
Vi
Pupil Mo, Mame Regina Place a m the bOX

next to the report you
would like to run. Select

¥ oOffice Index Card [T status Sheet Q//g | . .

¥ ReportCard 7} student Transfer Farm the . Printer icon
B Aene SUHED M ot to view each report.

I Condensed Attendance Summary [T SuspensionsiMotesiDisciplines

™ vearly Attendance Card [ StudentMedication History

¥ Timetable I Student Screening History

I~ Timetable Next vear I studentverification Form

I Student Transcript I Immunization

™ Interim Report I~ withdraw Form
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5.0 Viewing Admission/ Withdrawal History

Navigation Path: Main Menu > Change Student > Adm/Wdr Histor

This screen records a student’s admission and withdrawal history.

{ElAdmissionMithdraw Maintenance ol x|
|452  [Ballou Senior High School Homeraom |Ma Hameroom =l Alert
FPupil Mumber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade  Middle Mame
| | | | M| 09| =

R — il

Admission Status |

Admission/Withdraw History Ministry!
Effective Date | 2w | A | wi | Description AdmitSch.| State#  Prevsch| District#  Nextsch | Hm 2
[11113/1996 l& |2 | |New-Mopriorschoolexp | 2489 | 249 | | | |
[psizziesr [a [5 [ [Transterwithin LEA [ a0 [ s [z | T |
[tomsrness  Jw | [ [Mon-paymentoftuition [ 24 [ zan | | [ a7
[oermarmass fw [ [ 3 [Transferoutside DC [ 307 [ 307 | | | |
[tomazoos [& [1 [ [Re-admit insameschonl [ 382 | [ =207 | T |
[orzarzoor w [ [0 [Unknown BEEE [ | | |
[osiaizoor [a [& [ [Transferwithin LEA [ 452 [ a5z [ sz | T |
I .| | | | | | |
T T I I I I I I F
kI 2
Register Attendance %‘ éJ‘ 1 ‘

The Admission/ Withdraw Maintenance Screen can provide you with several key pieces
of student data:

An A is displayed in the Admission/Withdrawal Indicator (A/W) field if the student
has been admitted but not withdrawn, a W is displayed in this field if the student has
been withdrawn.

In the Description field, you will see either the admission description as previously
entered in the Admission Reason field on the Basic Student Demographics Screen or
the withdrawal description as previously selected on the Withdraw Student screen.

In the Admitting School (Admit Sch) field, the school number of the school admitting
the student is displayed.
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The Previous School (Prev Sch) field displays the school number of the school that the
student previously attended, if applicable. Similarly the next school that the student will
attend, if applicable will display in the Next School (Next Sch) field. You can find the
school name associated with any school number on the DC STARS homepage.

The Homeroom field displays the homeroom to which the student was assigned on the
Basic Student Demographics screen.

6.0 Viewing Historical Attendance Detail

The Daily and Period Attendance Archive Screens can be used to view a student’s
historical attendance data.

Navigation Path: Main Menu > Queries > Prior Students Query > Daily Att
Archive button. Secondary Schools should select the Period Att Archive Button.

WETRERIEE Common ¥Y¥iew School Administration Lock Mail Query Help YWindow

Admit Student 1001 =<
Change Student » FI-E & 5 @
wyithdraws Student @ | g El C ¢ | =S| .
Cross Enrolliment -
SOR Transfer [ed Semester User
Transrer + pr High School 1 RINGGOLDLO1
Walk-ln Timetakle Simulation
[ted atert |
Eind StudentSchool Bai‘
Contacts [ Parents
Beports Parents |__LGErlmel) |
User Brofile MedicaliHealth LI e S T
User Subscriptions Health Factors Contacts
Courses
< Lock School Pragram Assignments s
Set Display Preferences Cewrse Belecions Do
Transfer Courses L
Exit Eusos Transcript
[2RmMo  [wainaneld, » Student Incidents/Referrals Hotes:
Incidents
Timetable
AN (current + wdry MoteAncident
= Current Print
‘&% District of Columbia Public Schools Student Information Systermn
Action Edit Record Query CommaonView MNavigate Lock Help Window
@5 cuery Prior Students alx| . .
Select Daily Att Archive for Elementary
452 |Ballou Senior High School Hameroom [o Hameroam - Alert
Pupil Number Legal Last Mame Suffic_ Legal First Name Gender _Birth Date Grade Middle Mame = chools
I [ FT 10 [
JET I—

Select Period Att Archive for Secondary
Schools

Credit History
Attendance Detail
Incidents
Sped Lite

Standard Testing

No Show Log

Daly Att Archive gt

Period Att Archive 4

Al
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This screen displays student absences recorded during the previous school year.

@Secnndaw Attendance Archive =1k
m_|Elallnu Senior High Schaoal Hrm INU Homeroom j ibtigensiered Alert
Fupil Number Legal Last Name Suffix  Legal First MName Gender Birth Date Grade Middle MName j
[ | [1o
« 2]

Date | absentcode | Reason Code | schoot | schoolvear| Signinout | course code
|ogs22/2006 L | [452 |z008 | [E9s :I
|10/02r2006 L [un Tardy Unexcused [452 [2006 | [mz12
[10i03r2008 L |un.Tardy Unexcused [452 [z006 | [mz1a,
|10/ 62008 L | [452 |z006 | [ED3A
[10i18/2008 L | [452 [2006 | [ED3A
[10M1 972006 f2 | [452 |z008 | EED
|10/25r2006 [ [ [a52 [zo06 | [Egs
[10i23r2008 [ | [452 [z006 | [mz1a,

[10i25r2008 0 | [452 |z006 | [EBs
[10i26/2006 L | [452 [2006 | [E9s 5
s 10

7.0 Viewing Student Course Selections

Navigation Path: Start Screen > Courses Button
A student’s courses for the current school year can be viewed on the Student Course
Selections Screen including such details as:

g student Gourse Selections o x|
452  [Ballou Senior High School Homeroarm [Mo Homeroom ~] Alert
Fupil Mumber Legal Last Marme Suffix  Legal First Narme Gender Birth Date Grade Middle Name =
| | [ [Resina F =
Counselor - Minutes: 363 FP: F 1 — |
& Ccurrentyr  © Mextyr ¥ Capping ™ Use Alternates [T Show Full Year On Both Sides 0 Couns
Course Sec Course Hame S5 T D P Teacher N: Course Sec Course Name S T D P Teacher N:
[HCsR 01 [WORLD HIsTORY Ar[1 [0 [0 [01 [Roberts, L - | 0z [WORLD HISTORY/GE|Z [0[0[01 [Roberts, L - |
[Mz1R 01 [ALGEBRAI [1[o[ofoz[Teacher, ko 01 [Enalish Il [z [o[o [0z [Harris, war
[Eoar 02 |English | 1 [o[o[oz [Rarris, var 03 [Geometry [z [0[0 [0z [Teacher, -
P26 10 [HEALTH EDUCATION[1 [1 [0[04 [roung, Fra 04 [Biology | 2[00 [o4 [willis, Rok
Pa7 08 [FHYS EDUCATION |12 [0]04 [Young, Fra |
| — | | —] ICT|
prop1_ | course | Transter | sort opts | . | i | i | ar Reset | ‘h IAJJ E_
Multi Drop | Period | Flip Alt | Sec Awvail | | Conflict Detail | Legend | =

The Counselor Field may be set to the student’s assigned counselor.

Minutes show the total scheduled course minutes for the student.

F/P indicates a student’s Full Time or Part Time status.

The Current YR/Next YR radio buttons indicate whether you are currently
viewing a student schedule in the Current school year or the Next school year.

e The Counselors Alert button accesses a memo window where counselors can add
their notes pertaining to the student.
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7.0 Viewing Student Course Selections continued

] student Course Selections ol x|
[452 [Ballou Seniar High Schaool Homeroom [Me Homeroom =] Alert
Pupil Murmhber Legal LastName Suffix  Legal First Name Gender Birth Date Grade Middle Name =

[ [Reaina wll il E

Counselor ~ Minutes: 363 FiP: ﬂ T Ll
= Currentyr ¢ Nestyr I¥ Capping [ Use Allernates [ Show Full Year On Both Sides 5 A
Course Sec Course Name S T D P Teacher N: Course Sec Course Name S T D P Teacher M:
[HCER [0 [worRLD HISTORY AN[T [0 [0 [01 [Roberts, L - | [0z [woRLD HISTORYIGE |2 [0[0 01 [Rokens, C - |
[mz1R [07 [aLGEBRAI [1]o ooz [Teacher [Enar [01 [Enalish 1l [z oo oz [Harris, war
EER [0z [Engtish1 [1]o [0 [o3 [Harris, var [M3TR [03 [Geometry [z [o[o[o3 [reacher,
[Pz [10 [HEALTH EDUCATION1 [1 [0 [04 [voung, Fra [g21R [04 [Biolooy | [z [ao o4 feilis, Rok
[Pz7 [oe” [PRvS EDUCATION  [1[2 [0]04 [roung, Fra [ [T TTTT ]
I [ LT [ [ LETT ]
I [ L [ [ L
I [ LT [ [ LT
I [ LT [ [ L
I [ LT [ [ LT
I [ LT [ [ L
I [ LT [ [ LT
I [ [T = [ FTTT o

Y I — | I j—l
Drop 1 | Course | Transfer | Sort Opts | si | | Mavigat | Alt Reset | IJ_'I @_

MultiDrop | Period | FlipAlt | Sec fwvail ! | Conflict Detail | Legend ¥

e Course column gives the course code of the course in which the student is
enrolled.

The Sec column shows the course section.

The Course Name column displays the full course name.

S/T/D/P indicates the Semester, Term, Day, and Period for the course.

The Room column displays the classroom where the class is being taught.
The Timetable button is used to create a hard copy of the student schedule.
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Navigation Path: Start Screen > Mark Entry Icon

Student advisory grades may be viewed on the Mark Entry screen. You can access
detailed advisory grade information following these simple steps:

e Scroll to the correct advisory period on the Reporting Period field within the
Marking Periods block.

e Highlight the correct row within the Classes block.

School

Mame

|458

|SCHOOL MAME 125

Click on the Students button to reveal
the grade data on the Mark Entry
Screen.

Marking Periods [%
Course Length Start Date
|26 wieeks |
I.Repurﬁng Period Abr End Date
|FirstAdvisor‘5r ] ]
Classps
Course ] Sectiun| Taacher Foom
|EDa |01 |Smith, John [153
|EDz EE] |Zrnith, Jokn [EED

|Enz

[14

|Simc0nis,AIexandra

[254

|Ena

|22

|simconis Alexandra

|254

[EE

|23

|Simcunis,.ﬂ.lexandra

|254

|Enz

eSIS version 11.1

I

[Srmith, Jahn

Ver. 2.0

[380

/
/
//
Students
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@ik Erile ol x|
School Mame 14549

RepurﬂFirstAd\uisor\,r CIassiEDS ]14 ]Simconis,Ale:{andra Cnumm
Students in Class [%

Last Mame | First Mame | Pupil Mo ‘ Mark | Prey |AbS|Latel ) - Comment
|Alcam Toma 8411361 [T | 0] 0 view 2 . = B =
[andrews elly 8280105 |& | [T 0 view 2] & 2]l Bl
[Becker [zarlee [san71a8 ¢ | [0l 0 view 2] B 2l af
[Brawn [Zarlos [paar1s 8 | [0l 0 view 2] o 2| Bl
[Burmus [>ricitia [sopazer ¢ | [0l 0 view 2] = 2l o
[Cuuk [Zavtary  [5229733 |8 | o] 0 view 7] 2 2|l - I
[Davila [wicholas  [ao1370s o | [T 0 view 2| gl ]l af
IFinch Pierce {ano4s4s o | | o] 0 view | | & B | | a2
[Farden [endrick  [ooosesr B | [0l 0 view 2| 7l 2l af
lJowner |Datna sz B | | o] 0 view | | i | 2l a2
[kendrick  [zarmen  |s101438 & | [0 0 view 2] 7l 2]l af
Marks [Freyanna  |as18228 |o | | 1] 0 view | | 2| 2l 2 =

| | 2

¥ mark entry 15 zomplete
- =

The student’s Last Name and First Name

The grade earned by the student in class during the advisory period ( Mark field)

The student’s pupil number (Pupil No field)

The grade earned by the student for the class during the prior marking period

(Prev field)

¢ The number of days the student was absent from this class during the advisory
period. (Abs field)

e The number of days the student was tardy for the class during the advisory period
(Late field)

e Details about the student’s behavior in class are listed in the Comments field;

click on the question mark (?) button to display text that can be inserted as

comments.

=
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9.0 Viewing Credit Details
Navigation Path: Start Screen > Common View > Credit Details

Credits earned throughout a student’s academic career display on the Credit Detail screen,
including such detail as:

{1 Credit Detail ol
[452 | Homeroom [MNo Homeroom =] _Aert |
FPupil Mumber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade Widdle Mame -

[ [ Fol [ -
Diploma [DCPS 24-CU Diploma e =
Credits
Course Code Course Desc. | Sec. | Final M... | Compl. Date | Drop Date | Earned Cr. | Potential ... | Crs. Gr. Lyl | [n]] .
|E24 2 |Test Taking strate[77[C [o1rzozo06 | [00o0 2 [ .oo00 lr.og |
2 7 [General Shopll 77 |C [o1/202006 | [0.000 7| 000 lgror  ~[
|As5 2 |citizenship 7 s [oer14rzo06 | [0.000 2| 000 [ros  ~|[
[B17 7 [Exploratory Keyha[77 [A [o6r 42006 | [0:000 2 | 000 [oros  ~|[
[ED1 7 [English 7 7 o [06r14/2006 | [0.000 7| 000 [oro7  ~I[
[C38A 7 |Life Management[a1 [C [06M4/2006 | [0.000 7 000 [oros  «[
501 7 |Gfe Science |77 |C [06r4i2006 | [0:000 | 000 [oror [
[H11 7 |westem Hemispt|77  |D [DBr142006 | [nooo 2| 000 [oros ~|[
[mo7 _? |mathematics 07 77 |C [oertarzone | [00o0 7 | ooo loror ~I[ |
0 —] ol
. . . P & (" 1] b |
Add from Course List Detail Interim GradesMarks Legend B @ DEL % EJ

e The name of the diploma (Diploma) field that the student is working toward
e The Credits portion of the screen displays the:

o The code for the course the student completed (Course Code) field; click
on the? to display a list of values from which you may choose an alternate
code
The name/description assigned to the course (Course Desc) field
The course section number assigned to the course (Sec) field
The student’s achievement for the course (Mark) field
The date the course was dropped (Dropped Date) field
The number of credits earned to date for the course (Earned) field
The number of potential credits that could be earned for the course, the
credit value granted if the student passes the course (Potential) field
The category into which the diploma falls (Dip Cat)

O O O O O O

O
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10.0 Viewing Diploma Information
Navigation Path: Start Screen > Common View > Diploma

The student diploma screen displays a student’s current status of diploma requirements.

[ Student Diploma Screen olx
|[452  |Ballou Senior High School Homeroom Mo Harneroorm =
Fupil Mumber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade Middle MName =
-D' | T I Intended C ID | I t P ,M_ | ,T | =
iplama = ntended Career Development Prograrm
|D2F’S QS-E?CU | R ﬂ a Bound For - A |
Diploma Dates | Career Dev. Progress | Semvice Learmning Hours[ 1000
D Current @ Potertial @k Future | Option Earned heeded L -DP SR '730'0
“or Diplama 10.000 13.500 Stated
Zompulsory 10.000 9.000
Jptional 0.0o0 4.400
snalish 2.00 2.00 " || Ranking School and Date
icience 1.00 1.00 |No Schonl Data |
Aath 0.oo0 2.00
wgebra 1.00 0.oo Unweighted Weighted
_ab Science 1.00 0.00 Rank |
< History 050 0.00 Rank Out Of
J.5. Government 0.oo0 0.50 GPA 32800 2.2800
J.5. Histary 0.00 1.00 J
Custom GPA
Eqv. Credits Granted :  0.000 Total Credits Earned To Date :  10.000 and Rank [

GPAS Ind Course Plan S.5.L. Detail Analyze Diploma | (@ IAJJ 1
Subst Courses Equivalent Credits Middle School C. 1;

e The name of the diploma (Diploma Type) field that the student is working
toward.

¢ The Diploma Dates button retrieves the Diploma Dates canvas where you will
find the Diploma Met, and the Diploma Issued Dates.
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10.1 Changing the student’s Diploma Type

DCPS 24 CU is the default diploma type, in order to change the diploma type
1. Click the _#nalze Diploma | Apalyze Diploma button on the Student Diploma Screen.

Suhst Courses

Middle School C. )

—=

& Student Diploma Screen ol x|
|463 |DCPS School 179 Homeroom [109 - TEAGHER 48214 =l
Pupil Number Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade Middle Mame
|Ahemethy | |andrea [F [1tmirmeaz 11 =
Diploma Type Intended Career Development Program R 4 ]
[DCPS 24-CU | 2] -
Diploma Dates | Career Dev. Progress | Sewvice Learning Hours 100.0
urrent » Potertial ] Euture | Option | Reguired Earned 5.5L To01 33504'2
For Diploma 24000 | 6.000 Sieties?
Compulsory 20500 | 4.500
Optional 3500 | 1.500
English 4.00 1.00 Ranking School and Date
Science 1.00 0.00 |ND School Data |
Lab Science 3.00 1.00
Algebra 2.00 1.00 Unweighted ¥eiohted
Geometry 1.00 0.00 Rank
tath 1.00 0.00 Rank Out Of
World History 2.00 1.00 GPA
U.S. History 1.00 0.00 -
J Custom GPA
Eqyv. Credits Granted :  0.000 Total Credits Earmed To Date :  5-000 and Rank | |
GPAS Ind Course Plan 5.5.L Detail ( Analze Diploma )@ |£J

Equivalent Credits

eSIS version 11.1 Ver. 2.0
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2. Select the appropriate diploma type from the Eval. Dipl. Drop down menu.
3. Click Yes when asked if you would like to keep the existing manual overrides when
evaluating this Diploma?

Y3 STUS5S - Anahze Diploma x|
463 |DCF'S School 178 Homeraam \No Homeraom ﬂ
Pupil Wumher Usual Last Name Suffix  Legal First Mame Gender Birth Date Grade  Middle Name
|so58946  [abemethy [andrea [ EREEE 1M
4 3
Required  Earned Needed Waived ] — 2

CurrentDi : | 24000 | G000 [ 18000 | 0000 o iew | Q_
yal. Dipl |Certificate | | | | %3

Eval. Type ™ Current ¢ Potential  Future Legend

Ty... ‘ Courge Cude| Secti.. | fear | Cr. Va...| F’rirn.| Al 1 | Al 2 ‘ Al 3 | curr. As... | Manual Cwr. Credit Assignment Detail 2
e |os |z007 | 1000 jaes | | | fas T 7 JALsi1.000

[ [eea o8 [z007 [ 1000 [enc [ [ | [Ene | 2 |[Ems: 1.000

[ |ros |08 [zoo7 [ 100 oo [ [ [ ]| 7 [Jotr1.000

[ [rcs o1 [zooz [oo0 [ms [ [ [ [ws_ 5 llHis—1 nan

’Tlf-”? |15 Wl 0.500 W’_’_’_W Change Evaluation Diploma x|
’T|B22 |D4 W| 0.500 Wl—l—l_’_ Would you like to keep the existing manual overrides
[ [sz2r [ [zoo07 [10o0 [Lee [sor [ [ [Lee when evaluating this Diplorna?

[P [NatH [ Jzo0s Jowoo [ [ [ [ [ “Cancel” to siop the evaluation.
[ [es0 o8 [z007 Jowo0 [Enc [ [ | [ No ‘ — |
[ ¢ [ros o5 [z007 [ow000 [voc [ [ [ [ e

[P [ros [7 Jzoos [omoo [aRT [ [ [ | ]| 2l

[P [EoaL o1 [zoos [owoo Evc [ [ [ ]| 2l

[ [ [ T T T 7 r | -
R 3Kl | 2l I 2
@ 5TU55S - Analyze Diploma olx]

463 |DC {126 - Andrea Abermathy ol x|
Fupil Murm  Ewaluation Diploma Summary Optian le Mame
9058946 Group  Required  Earned Meeded Waived
[Far Diploma | [ 1000 | oooo | o000 | 0000 i

currentDipl [T [Compulsory | [ 1000 [ oooo [ o000 [ 0.000 " @ Q_

Eval. Digt ¢ [Optional | | oooo [ oooo [ ocooo [ 0.000

Eval Type & [Otner | [ o000 [ eooo | ocooo [ 0000 ;J

Tv...|Cours [vacational | [ oooo | opoo | ocooo | 0000 Bsighment Detail 2

o mer | | | | | |

c [eos | | | [ | |

c [ros | | | | | |

c [wos | | | | | |

c [uir | [ | [ [ [

c [szz | | | | | |

o [ser | | | \ | |

Fo[NaTH | [ | =l

c [E50

¢ [ros :

EE] d

F E04L T T T T T T T T 1
| T T [ ~—"_ =
KI »[4] | 2l KI i

4. Click the Apply Evaluation button.
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5. Click OK to update the student’s current diploma type.

§5TUSSS - Analyze Diploma

462 [DC {29 26 - Andrea Abetnetiy

FPupil Murm

9058946

CurrentDipI.r[
Eval. Dipl.[¢

Eval. Type &
Ty... | Cours

STARS

Bvaluation Diploma Summary

Option
Group

Student Tracking and Reporting System

Required

Earned

Meeded

Waived

ol x|

|Far Diplama

1.000

| 0000

| 1.000

0.oon

|Compulzory

|Ciptional

1.000
0.000

| 0000

| 0000

0.oon

| o000

| 0000

0.oon

|other

0.000

G.000

0.000

0.000

[vacational

0.0a0

0.000

0.000

0.000

DC STARS Student Information Manager

Guide

ol

le Mame

ol
| @
|

-

Com2d

Esignrment Detail I

c |E03

c |ROS

C |HCS

c |ui7

c |B22

c |s24

[ P [Ha7H
ICREED
[ ¢ |ros
| P |no8
T

10N

Apply Evaluation Diploma to Student. ﬂ
l— & You are about to update the student's current diplama to
l— he the By

i Cancel

[
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10.2 Entering 9™ grade start year.

The 9™ grade start year is the year in which the student first started 9" grade, regardless
of where that first 9™ grade entry took. To enter the 9" grade start year

1. Click the Basic button on the Start Screen.

EStart Sereen Instance: train Rel. 11.1 X
severr | seers . Lo e
e = '
srucer | sonon | norar | won nrru:z REPIRTS = | B
Current School Selected Semester User
|456 |DCPS School 172 1 RINGGOLDLO
Current Student Selected Alert =
Pupil Mo, Basic
9253502 NotRegistered Fulktime 2]
Legal Last Name Suffix ___Medical |
Alt Address
Legal First Mame __Contacts |
|Omari Courses
Sex Grd  PhoneNo.  Bithdale —Him Staff_|
[M— [0 [(20z000-2861 [02/07r1481 __Diploma |
Transcript
Home Room Withdraw Date T
= \ B =
Incidents
Timetable
 All (surrent + wr) i@ v Q_ Notencident
= Current Print

YE Basic Student Demographics

Mot Registered Merma | Alert

Student Tuition paid byl ﬂ Tuition hmel ﬂ = .
Current School [EE__ DCPS School 224 F'roper‘hrAddre"Ss | Address Mod Date o | 2. Click the
Pupil No. 19253502 Gender Male =] Street 4270 |M Blount str | Po .
Ui po = |302 AdhOC Flel.-.
Legal Last Mame [¥¥alfe .Jr sl T Complex Apt#
Legal First Name |Ormari CityMunic |¥ashington button on the
Usual Last Name |Waolfe Jr e - County | .
Prafarred First |Omari State |DC Zip Gode |20018 BaSIC Student
Legal Middle | Invalid Addr. Reasnn| ﬂ Demographics
Third Initial | [ xBound... | =l byt ot address V
Birth Date [02/07/1531 18 yrs § mons New student, has 1... ¥ screen.
Proof of Age [Birth Certificats ~| Mailing Address -
Alens
Home Phone | 202)000-2881 [ Unlisted 4370 N Blount str APT #302 SR &8 (PHEEEH L e
EthnicityRace |El\ack j Wise DC 20019 - Leqal District of Res J r
S5 [100-24-1485
State/Ministre# [100241485 Previous SchoolDistrict

District ‘

Admission Infarmation
" Schoal ‘
Reasoh |New— From outside DC j

State \ J Address
Date [02/17/2009 Grade |Gr. 10 | | county| =l

<::| I:> CHR:| e AthcF\eI ‘ﬁ_‘
NHR:| e Demn Loo
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3. Select the First Ninth Grade Year field and click the Change button.

HEnter Adhac Fields ol x|

" Al Enterprise © District © School

Category |Student Situation [VWolfe Jr, Omari

Sub Categary | More Student Info ﬂ

Field Mame Entry Level Data Type Field Walue

|Attendance Boundary |Enterprise [Drop Down | -]

|Dont Release ta Military |Entertize [CheckBox  |Unchecked Change

|English Proficiency |Enterprise [Drop Down | Change

f |Entartiza [Drop Down | Change
[Enterarise [Drop Down | Change

|LEPINEP Assessment (non-DCF|Enterprise [Drop Down | Change

|Lunch Code |Enterprise [Drop Down | Change

|Mame an Diplama |Enterprise [Character | Change

[Transportation Types |Enterprise [Drop Down | Change

| | | | Change

| | | | Change

| | | | Change

| | | | Change

| | | | Change E

As

4. Select the appropriate school year that the student entered 9" grade.
| i Data Entry ol x|
Walue
[ - |
Friorto 2003
SY2003-04
' 5Y2004-05 5. Click the Save button

SY2005-06 E
an |
==

SY2006-07 Cancel
S¥2007-08

Sy2008-09
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11.0 Viewing Sped Lite Data
Navigation Path: Start Screen > SPED icon
Most of student’s special education information is maintained in the Easy IEP system.

The Special Education Lite screen displays details about the student’s Eligibilities and
Least Restrict Env (Lease Restrictive Environment)

%Speclal Education Lite

I=1ES]
[
Pupil Mumber Legal Last Rlame Legal First Mame Birth Date Grade Gender
[ [ [ [ [ = [E
Ethnicity | = | SPED Grade =

Eligibilities | east Restrict. Env. | RYlated Services | Teacher Assigned | Supplement aids | Imp DatesiMisc | ESvisssess |
School Teacher

[ =1 [ 2
Except. Level IEC
Start Date wiithdrawal Code | ~| | ~] -
End Date ’7 Delivery Level Jhd |
Delivery Type Jhd | FTE -
Eval. vear Reporting Grade |
Screening - Assessment - Identification - Written Plan -

Scr. Date Assessment Date Ident. Date WP, Date

ADD | DEL

|
Enter Adhoc Fleldsb F‘ — | E_‘

The Eligibilities tab displays the:
e students eligibilities
e The students School
e The Start and End Date are not the start and end dates for the student’s eligibility,
but the date the data came over from Easy IEP. Easy IEP must be accessed to
obtain the actual start and end dates.

The Least Restrict Env tab displays the:
e [east Restrictive Environment
¢ Date on which the student was placed in the LRE (Start Date)
e Date on which the student was removed from the LRE (End Date)

Enter Adhoc Fields displays the: *Data in these fields are populated by Easy IEP*
e Program (funding source)
® Special Ed Status
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X

12.0 Viewing Student Attendance Data

Navigation Path: Common View > Student Absences

The Period Attendance-Student Absences Screen or the Daily Attendance-Student
Absences Screen displays current year attendance information.

19 Period Anendancek@tudentAbsences ol x|
1458 |Schoo| Mame 1549 Hrm 1264 - Cohen Rose LJ
Fupil Mumber Legal Last Mame Suffi  Legal First Mame Gender Birth Date Grade Midcle Name &
laz39143  [Acocta [carmen [F [oar e asg 1|
1 17 .
Father. Acosta Ernest (301)747-4300 ext. Authorized  Excused Unexcused Total Absences  Total Lates
Mother: Acosta Gwendlen (202)5TT-5T3T ext. | 4+ | 0 +| g = | 13 | 18
@ viewhyD.. © View by Cla.. Semester jall v] Total Premern. Days| 148.007151.00
Date I Clazg Entry | Office Reason | Class | Teacher | Auth. I
|D111212005 I ate | IREG A3 [Mardnigall, Gallern |k
|otioerzons Late [un Tardy Unexcused [H36 44 |comelios Broderick [ro
|otioerzons |Late |un Tardy Unexcused Juzs 43 |Macdougall Colleen |Ho
[otindrzons Late [un Tardy Unexcused Juzs 43 [Macdougall Colleen [Fo
[zizzizong  |absent | |Eng 11 |ShirleyAlissa |Ho
[tzizaran0g [shsent [ [H36 |4 [corelius Broderick [ro
lzizzizo0s  |absent | |331 a2 |cohenRose |Ho
12162004 |Late [ uzs 43 |Macdougall Colleen |1
22004 |absent |un Unexcused Absence |Eng 11 |Shirley Alissa |Ho
[2iorz004  [ahsent |un Unexcused Absence |Ha6 |44 |cornelius, Broderick |1 =l
Summary Attendance History Modify Absence @‘ %‘ Q ‘
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13.0 Admitting a Student

In DC STARS the words admit and enroll are used synonymously. Registered status
means that a student has been verified as attending your school. Students may be
admitted before or after the beginning of a school year. The Admit Student screen is the
one place where you can view all the students in DC STARS, regardless of which school
the student attends. For transfer students, the Admit Student screen is where you can
select students to admit into your school. Similarly for students who have not been
enrolled in a District of Columbia school before, you will navigate to the Admit Screen to
admit a student into DC STARS for the first time. If a student is in the DC STARS
database with a valid DCPS pupil ID, your first priority is to admit that student into your
school with the valid pupil ID. If a student is new to DCPS, they will not have a pupil ID.
Instead you will admit the student and let DC STARS generate their pupil ID.

Follow these simple steps to admit a student into your school:

1. Click the ADMIT icon to initiate the Admit Process.

|5

&) Start Screen Instance: stars Rel. 1
SELECT BELELT

=5
REFORTS

STUDEHT SCHOOL

——
Current School Selected Semester User
[452 |Ballou Senior High School 1 RINGGOLDLOM
Current Student Selected
Pupil Ma. Basic
Mot Registered = Parents
Legal Last Name Suffi Medical
| | Alt Address
Leqgal First Mame Contacts
| Courses
Sex Gl Phone Mo, Birthdate | AMEAT
l_ |—| | Diploma
Transcript
Haome Roam Withdraw Date = |
| | | = __ Notes |
— Incidents
Timetable
Al (current + widr) Notedncident
* Current Print
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2. Perform an exhaustive query in the Admit Student screen. This ensures that multiple
records are not created for the same student.

) Admit Student =13
Pupilto | State* | Legairame | sur|  Firstame | midgdie Ma.. | G| Bithoate | PR School with ol

[ [ |%ekingg % [ [ [ [ Info. || =
[ | [ | | I 1 info. |
[ | [ | | I 1 info. |
[ I [ I [ [ [ info. |
[ I [ I [ [0 1 info. |
[ [ [ I [ I I nto|[
Info I
[ [ Info I
[ [ Info I
[ [ Info I
[ [ Info. |
[ [ Info. |
[ [ Info. |
[ [ Info. |
[ [ Info. |

[ [ info. || 1

[ info. | =1

RN — oLl
Select Enroll New ‘ E_ ‘

2.1 Query three ways using the student’s Legal Name (last name) Birth Date, and Pupil
No (Pupil Id) to ensure that the student does not already exist in the data base. If you find

that the student is already in DC STARS, you will click the Select _== | putton to
select that student record and bring the student into your school.

Note: An exhaustive query must be performed to find the correct student record
and avoid creating a duplicate student record.

Enroll Hewr

2.2 If the student is not found by querying the Admit screen then select the
Enroll New button to admit the student into your school and into the DC STARS database.
The Enroll New button will cause the Basic Student Demographics Screen to open in Admit
Mode. Populate the required fields on the Basic Student Demographics screen as well as the
required information on the other screens in the demographic loop. There are 13 required
fields on the Basic Student Demographics Screen.

(% Basic Student Demographics

1. Legal Last Name
2. Legal first Name

Student Tuition paid by | | Tuition type| =1 =] 3. Gender
Current School Schoal name REREEARERTEee Address Mod Date .
Pupil No. Gender - Street [ ‘ Ll eol 4. Birth Date
Legal Last Name = - Complex Apt#]
Legal First Name CityMunic 5. Proof of Age
Usual Last Name s = County [
Praferred Firat [ State s Cade 6. Ethnicity/Race
Legal Middle Invalid Addr. Reason | =] 7. Admission Information
Third Initial [ I~ %-Bound ~1 Proofof Address .
Birth Date Age = Section
Proof of Age = Mailing Address
Home Phone I Unlisted | [ B (AR ERH TR f‘—en’j 8. Street
EthnicityRacs [ ] Legal District of Res )
| SRR Previous SchooliDistrict = Ljan 9. Clty
StatelMinistr# | District 10. State
Admission Information Senmon ‘ 11. Zin Cod
Reason | =1 = VAN ode
Date | Grade | | ] State =] Aaaress p
oot =l = 12. Proof of Address
CHR:| dsp hrt Adhoc Fiel.. (F i 13. Mailing Address
R L g P sree] @[22 |ﬂ-| g
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As we discovered when exploring the Student Demographic Loop, there is a tremendous
amount of information collected on a student. There are 13 Required Fields that must be
completed in order to create a student record. Some fields require additional steps in
order to populate the information. Populating the Property Address and Mailing Address
requires additional steps:

3. Open the Valid Streets Table window by clicking on the look up button

Froperty Address Address Mod Date

Street | |Lowvell Straet Ny
Complex | At #|
CityMunic |vashington
County |
State |DC Zip Cade [20016

P valid Streets Table olx]

Sireet [ Municipality | street site | Low | High | Postal code |

|king%%

g M;IL&I*T g M*_I*:‘

10
i
]

M*TI*_
i
W

Select Cancel ‘

3.1 Enter the first word or letter of the street name in the Street field on the Valid Streets
Table window, then enter the wildcard character (%), and hit F8. The Valid Streets Table
contains only District of Columbia street information. Remember to query a specific
street name rather than simply hitting F8 to avoid generating a lengthy list of valid streets.
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If you queried for King% your search will return, for example, all streets that begin with
the word “King” including both King Pl NE and King P1 NW.

valid Gtreets Table

Highlight the correct record

ree unicipali Mmhw 1

Street |\Wasmngm Muric palry Tl e Ty Click thg SELECT button to
IKing PI T fivashington - |[2200 [2398 20007 automatically populate the Street,
}ngman PRy }Washlngton |CUr|SE._ jlwuu 1599 ‘zuuus City/Munic, State and Zip code
[ [ | = fields on the Basic Student
\ [ | =l [ i
i | | i — Demographics screen.
: : —
[ [ | = [
: : ——
| | g S
\ \ | =l [ =l

0 .
_—1

3.2 Select the student’s proof of address from the Proof of Address drop down list.

IPIERSE eSS Address bod Date
Street | | L] po
Complex | Apt|
CityMunic |
County |
State |DC Zip Code
Ireealid Addr. Reason | ﬂ
= %-Bound... | | Proof of Address
L =
Mailing Address = Extended time provided
2 & katrina Hurricane Waiver
L?gaNew student, has 10 days
~ | |Dist Ngjincomp verification an file
Previous SchooliDistrict Out of District
District Wer according to DT regulation
Schoaol Ward of State
State | Ad
3.3 Populate the Street number field. Populate the Apt # if applicable.
Froperty Address Address Mad Date
Str D B ro
Cormplesx Apt#|
CityMunic |
Caunty
State |DC Zip Code
Invalid Addr. Reason | |
" ¥Bound... | | Proof of Address

I -
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3.4 If the student’s mailing address is the same as the property address, click on the Same
as Property Addre.. check box to automatically populate the Mailing Address field with

the student’s address.

Mailing Address

«| ¥ Same as Property Addre...

Legal District of Res.
|Di5tri|:t of Columbia Public EEJ

If the student’s property and mailing
addresses do NOT match, manually
enter the student’s mailing address in
the Mailing Address field.

The Mailing Address field is the address
used when generating student mailing
labels.

4.0 For students that reside at an address outside of DC enter the student’s address
MANUALLY. Do not use the Valid Streets Table look up feature.

@Elasic Student Demographics

ADMIT MODE!

Student
Current School \ ﬂ
Pupil No. ‘ Gender|

Legal Last Hame S B

Legal First Name |

Usual Last Hame S -

Preferred First |

Tuition paid by| j Tuition Wpe| ~| =
Froperty Address Address Mod Date
Street PO
Complex li Apt|
CityMunic

County
State |DC

)
Zip Code /

|__4.1 Enter the student’s address

manually

4.2 Select the appropriate entry
from the Invalid Addr. Reason
drop down list

Legal migdle | Invali Addr. Reasunl
T nital [ Mo [ prstrsaess | 4.3 Enter the correct proof of
BirthDate |  Age
Proof of age | =] |~ taiing Acoress — e address entry from the drop
Home Phone ’7 I~ Unlisted = Legjgiii‘p;:;z:ymme' rr d 1.
Et"“i':w"?;: [ £l ict of Galumbia Puiic 2 [ [ own list.
Stateinistry s [ PR SEnCCIDTETE: | 4.4 Manually enter the address
o § senoa into the Mailing Address field
[ JE | [ | Address
Date [08/29/2008 Grade | | | State

Cauntry

jz

A=

@ ¢ CHR = Adhoc Fiel...
MNHR: = Demo Log

L
5. Click the EJ Save button when you are ready to save the record.

6. A release of information prompt appears after saving the student record.

Make the correct selection by
clicking either the Yes or No button

Admitting...

AN

x|
Does the student allow the release of hisfher
information?
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6.1 Attendance Registration record prompt.

Student Registration... ] Click the No button to ensure that the
; & Would you like to create Attendance Registration record? record for a student admitted before

/ the school year starts is marked as
Mo Not Registered.

If admitting a student during the school year click the Yes button. This action will open
the Attendance Registration Date window; enter the student’s registration date. After
entering the student’s registration date click the continue button, the student’s record will
be saved and marked with the correct registration date.

@Aﬂendance Registration Date... ﬂ

If the date field is left blank the
|+ current date will be used.

Please enter the date to be inserted with this registration record :

{If no value is inserted here, today's date will be used)

Continue

6.2 After saving the student record click on the CHR button to assign the student to a
homeroom using the CHR drop down list.

¥ Basic Student Demographics

Full-Time fMemo

Student Tuition paid by | = | Tuition type| e
Current School [272 Horace Mann Elementary Schogl T OPEMy Address Address Mod Date
Pupil No. Gender [Female «| Street [Lowell Street riw o rol
Legal LastName | 5w = Gomplex Apt#|
Legal First Name [ Citymunic [ofashington
usualLastName | &x| | County
Preferred First Do Zip Code |20016

Legal Middle Invalid Adgf. Reason [Requires Research e |
Third Initial [ I wpougf.. | =1 Proofofaddress
Birth Date &yrs 1 mons -
Proof of Age [Birth Certificate ~| Mailipy Address
T = C's P Add Alerts
Home Phone |{ 202)465-7135 [ Unlisted 4571/ Lowell Street Ny EE €8 ARy AEe
wishington, DC 20016 Legal District of Res. [
Ethnicity/Race | | J Bl
55N
Stateidinistry # ’7 revious SchooliDistrict
District
Admission Information
School
Reason [Re-admit In same school =
State | Address -
Date [11/06/2008 Grade [Gr. 01
Country -

: e CHR! Adhoc Fiel.. @ ¥ ‘JJJ E_
0203 S1TO0-0203 [lee Jamie] DemoLaog J—'

0204 S1T0 -0204 [Rott, Lauren]
0205 5170 -0205 [Greco, Sydney]
-1 51T0-W-1 [Kominers, Teresa 4]
-2 5170 -2 [Branson, Bethany]
-3 5170 -w-3 [Callaway, Sarah]
-4 5170 -4 [Bovd, Amber]
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6.2.1 Click on the Adhoc Field button to open the Enter Adhoc fields screen.

@Elasic Student Demographics
Full-Time Merno
Student Tuition paid by | Tuition type > =]

Current School [273_ Horace Mann Elementary S¢hopl PTOPeIty Address Address Mod Date
Pupil No. Gender [Female x| street | [Lowell Street rwr o rFol
Legal Last Mame |  Sic ,_L complex | Apt #‘
Legal First Name City/Munic |Washington
Usual Last Hame s | County

Freferred First | State |DC Zip Code [20016

Legal Middle Invalid dr. Reason |Requires Research ﬂ
Third Initial | I~ ¥%-Boun =1 Proof ot address
Birth Date Byrs 1 mons -
Proof of Age [Birth Certificate -] Mailing Addre:
e r s P Add =S
Home Phone [ 2029465-71356 | Unlisted EE £ PREPRIE AR
L r Legal District of Res |—’—
EthnicityRace | -] | J N
SEN
Statemtimisty® [ Previols SchoolfDistric
District |
Admission Information Schnnl|
Reason [Re-admit in same school ] -
Date [11/06:2008 Grade |[Gr. 01 J
CUunlry|

x| cHR: [
@ 0203 81T0-0203 [Little, Jamie] =
0204 5170-0204 [Rott, Lauren]
0205 S1T0-0205 [Greco, Sydney]
W1 S1T0 -w-1 [Kominers, Teresa A]
W-2 S1T0 -W-2 [Bronson, Bethary]
W3 S1T0 AW-3 [Callaway, Sarah]
Wi-q S1T0 AW-4 [Boyd, Amber]

6.2.2 Click the Change button on the Enter Adhoc Fields screen to open the DATA
ENTRY WINDOW screen.

ZEnter Adhoe Fields olx|

& Al Enterprise ¢ District ¢ School

Category [Student  Situation [White, Johnathan

Sub Category \ Mare Student Info ﬂ

Field Mame Entry Level Data Type Field Value A

Enterprise Drop Down = Change Pl

Attendance Boundary Enterprise Crop Down Change

DontRelease to MIL Mext YR Enterprise Check Box Unchecked Change

Con't Release to Military Enterprise Check Box Unchecked Change

English Proficiency Enterprise Crop Down Change

Enroliment Method for Mext YR |Enterprise Crop Down Change

Immunization Compliant Enterprise Crop Down Change

LEP/MEP Assessment (non-DCP|Enterprise Crop Down Change

Lunch Code Enterprise Drop Down Change

Transportation Types Enterprise Crop Down Change

“erify Residency for Next YR Enterprise Crop Down Change
Change
Change
Change | ~]

¥ H
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X

¥ Data Entry ol x|
Walue

-

Select the appropriate entry from the

Value drop down list for the
Attendance Boundary adhoc fields.

Qut of Boundary

Special Permission

=l

L Click the —=11 SAVE button to
Cancel —

‘ _J‘/ save your entry.
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14.0 Withdrawing a student

Prior to withdrawing a student ensure that all student absences and advisory or final
marks have been entered into the system. Print the following reports: Report card,
Transcript, Attendance Summary Report, Transfer Form, and Office Index Card.

Follow these steps to withdraw a student:

1. To

Print

int report reports query the student on the START screen and click the
Print quick access button.

@Stan Screen Instance: train ReN 01 ﬂ
seec | smecr L P
32| o | sl aell g i ] ks
o = v e Bl wea
Current School Selected Semester User
458 [DCPS School 173 1 RINGGOLDLO1
Current Student Selected
Pupil No Basic
Registered Parttime | Parents
Legal Last Narme Suffix __ Medical |
Alt Address
Legal First Name _ Contacts |
Courses
Sex Grd  Phons No Birthdats | QHEEL |
[ 1 [ 20m000-8298 [0arzen ag __Diploma__ |
| Transcript
Home Room Withdraw Date e
Notes
Incidents
Al (current + wdr) %@ F Q_
* Current Print
G Hot Print x|
Pupil No. [9002819 Name |Abernethy, Brian Enter Checkmarks lnto the

boxes for the Report

eSIS version 11.1

Office Index Card

Report Card

Attendance Surmmary
Condensed Attendance Summary
Yearly Attendance Card
Timetahle

Timetahle Next Year

Student Transcript

Interim Report

Ver. 2.0

-
o
-
-
-
-
-
-

r

Status Sheet
«W

Suspensions/Motes/Disciplines
Student Medication History
Student Screening History
StudentVerification Farm

Immunization

Withdraw Farm

L Card, Student Transcript,
Attendance Summary,
Student Transfer Form,
and Office Index Card.

Click the Printer Icon to
view the reports.

o
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2. Click the WDR icon to initiate the Withdrawal process.

Ix

@Slart Screen Ins

sELECT | SELECT

4% | sl

EE] AP
Srupent | stuooc | moent REPORTS
N—”
Current School Selected Semester User
|45z [Ballou Senior High School 1 RIMNGGOLDLO1

Current Student Selected

FPupil Mo, Basic
Mot Registered - Parents
Legal Last Mame Suffix Medical
| Alt Address
Legal First Mame Conmtacts
Courses
Sex Grd  Phone Mo Birthdate |G EEG7
[ | Diploma
Transcript
Home Room wWithdraw Date - o= |
[ | | - Hotes
Incidents
Timetable
7 ANl fcurrent + wedr) ,’:}Z@‘ F‘ Q_ ‘ Notedncident
&= Current Print

3. Enter the Withdrawal Date and Reason. The withdrawal date is the first day of non-
attendance.

{8 withdrawal o x|
452 [Ballou Senior Hish School Homerogt o Horreroom ~| mertj
FPupil MumberLegal J/ast Name Suffix  Lenal Firsjfame GenderBirth Date Grade  Middle Marme el

[ oI 0| B
JET 2
Withdrawaf Parameters
Date Reason Review ftems
| | =
Cauntry State Motes Incidents
FeeiRefund Extra-Curricular
™ Expulsion
™ Remove Locker Infarmation for Home School P Frograms
I™ Remove Locker Infarmation for Other Schools
Flanned Destination AdmAvdr History Register
andfor | -]
Newt School Cross-Enroliment
| =

Mermna {nformation For New School)

Print Student Transfer Record ‘

4. Click the ™" Withdraw button.
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5. Respond to the prompt “Did you print all reports successfully?”

B withdrawal ol x|
319 |DCPS Sehoal 113 Homeroom [No Hormeroom |
Fupil Number_egal Last Narme Suffix  Legal First Marme GenderBirth Date Grade  Middle Mame =
[a210373  [abemethy [#zhnay [F [o7rmarzooz 01 [s =1
T — 2
Withdrawal Parameters
Date Reason Review ftems
|UE|.'US!2EIUB \Transferwithm LEA j
Country State Motes Incidents
| = =
. Fee/Refund Extra-Curricular
[ Expulsion
™ Remove Locker Information for Home Schoal Asslstance Programns
™ Remove Locker Information for Other Schools
Planned Destination - &dm.ﬂllidr I-h.:-Inm BPoanictar ﬁ
andior | =l Print befare withdrawing...
Mext Schoal e Didyou print all required reports successiully?

Memo {Information Faor Mew School)

6. Select Continue Withdraw.

* HFinal Checkl ol x|
Sdlect a Cross Enrolment Withdrawal ieas}/an()ther SChOOl Select a Withdrawal
= reason from the Cross Enrolment

™ Transfer to cross-enrolled school Withdrawal Reason drop down list.

[ School of Record Transfer
= School Admission Reason

| = =

Hext Year Course Selections

If the student is cross-enrolled at

Withdraw from school

" Keep Courses " Delety/Courses
Admit Date dmit Reason

‘ | =l
£ Team Group Delete Values
| End Date Exit Reasan
7 | 09i03/2008 | |
C
- Cantinue Withdfaw Cancel Withdraw
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7. Click OK on the Withdraw Status window

yithdraw Status ﬂ As indicated in the
Withdraw Status
@ Student has heen success window the student has
been withdrawn from
your school. Once the
Lot student has been admitted
by another school you
lose ownership of the
record and will not be
able to view the student’s
data.

8. Respond to the prompt to print the student’s Office Index Card.

Office Index Card

Q Wiould vou like to print Office Index C

Select yes to display and print the
Office Index Card.
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15.0 School Functions

15.1 School Details Screen

Navigation Path: School > School Information > School Details

{21 School Details I=1 |
Schaal 10432 0ld School # |432 . .
School#[[BE  code[432  Min/State Mo, [432 2] P”r;“pa_:l — = School demographic and
Narme [DCPS School 165 vise Princinal el @2t s administrative
Address [2001 10th Street, N 3 PR 4. | A inf ti b
frashingian, DG bl I Inrormation may oe
i 3 A«
Zip code [20001 Fai[(202)673-6543 updated on the School
Phone [(202)673-7329 or .
Mailing Details screen.
Address Tyae [Middleiunionintermediate ~|
Sub-Type [Regular Day School |
Ernail | Horme Roor Assign. |By class period ~| Period |1
Board/District [District of Columbia Public Schools | Attendance Type |Period =
#rea|Dors = I~ Altermate Period Attendance
Field Office |Reginn 1 ﬂ Default Office Abs Code | ﬂ
Family of Schools |Ward 2 ﬂ Drefault Office Late Code \ ﬂ
. Checkthe daysthe ¥ Monday ¥ Wednesday [V Friday
Superiniendent [Chancellor Michelle Rhee 52 school has classes W Tuesday [ Thursday [™ Saturday |
Superintendent Phane |( 202)442-5885 Course Capping: On & User Choice [ Sunday 2
¥ Courses InUse [ Using Course Alternates
Enrallment Total Instructional Days
Frey Curr | 298 Mext 1]
. |
¢ Picture Locations Logo Add School | Show Track Schools F EJ E_

15.2 Staff Maintenance

Navigation Path: School > School Information > Staff Maintenance

g District of Columbia Public Schools Student Information System

Wain Menu  Common Yiew W8 Administration  Lock  Mail Query Help ‘indow

I Gtart Sereen Instance:fr: Select School L =
E,EI\.L.;:" ﬁ 4[|zl 2nnouncements » | =] |:g;gg;«| At

STunENT | scHooL | moeaT | bR School Details

Course Information >
Current Schoo Man-School Days

432 [DCH Eee Management

Eeporting Periods

v
|ncident Reporting ¥ Schedule
Injury & Accidents Reporting  * T
ARSI / Timetahle Layout
Nursing Infarmation » Basic
Pupil Mo —— h Departments ]
[ PRs Outstanding Parents
Transportation  Lockers Medical
Legal Last Nal Lunch Menu tems —_—
Design Lefters RS At Address |
Legal First Mar All Student Correspondence [ Cuniacts )
Atendance Intervention Y Ctaff Attendance EECouises )
" Hrm Staff
Sex Grd  F Mark Information y Eubstitute Teachers W
[ Staff Duties S e
Option Sheet D Transcript
. Teacher Workload _—
Home Room  master Timetahble Builder Hotes
Mass Simulation VEETEERS TS
Exam Timetable Builder YD Trae R
£ Al (current + 2FA Module Haorme Room List _Notenncident |
& Current Report Card Setup Home Room Assignment Print
Pra Transition » Home REII.:IFH Maintenance
Arhernling Ltilities ) MBS AEE EENLS
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15.2 Staff Maintenance Continued

) Staff Maintenance

ol x|

[432  [DCPs SCHOOL 185 j = Teaching Staft = Current  pext
" mMon-Teaching St.
£ All Staff
Staff
Initials MNarme 1o} Paid by Other District Select
Beam, Laura 52717 | 7| =
ALS Beard, [52205 | =
MGG |Bolick, 52288 uf| 2|
Jlht1 Boone, 46222 | =
Wi |Brown, 52542 uf| 2|
WP B, [52711 | =
LW |Bumgarner, 52288 uf| 2|
WPz Burtiz, [46223 | =l
M52 [Caldwell, [46224 ul|
AL Camphell, [522891 | ?
BAZ_ |Clarke, A || / El
MTH  [Cloninger [ v |ILE | ~|

g

@

=
m
=

AT

DC STARS Student Information Manager

Guide

lick the ADD button to add
hew staff.

Click the DEL button to delete

/staff.

G Staff Datails

|432 |DCPS SCHOOL 165 ﬂ & Teaching Staff © Mon-Teaching Staff ¢ Al Staff
& Current  © Mext
— Phone#[ Unlisted [
Teacher Id |52717 Vaice Mall #
Last Name [— Initials ’W ka#’*
First Name | Frefix| =l cell Phone®|
Middle Name Pager#[
Hame [Beam, Laura E-Man|
Bithdate[| senderfFemale_~| E-MailPassword[
Ethnicity | ~|
Employes # ’7 — ’7 Contact Details
Address Harne ‘

3

Phone  Homes|

warkat [
Add Delete

State Id [ Teacher Indicator

-| | The Staff Details screen opens
after clicking the ADD button

In the Staff Maintenance Details
screen, enter the following
required fields:

1. Last Name,
2. First Name, Initials (3 digits)

Sub Id ™ Paid By Other District Assigned Room [[212] 212 =l 3. Birth Date (must have at least
cetvame| Grades Taught | | add = month and day’ year may be set
Exper\ence| J ‘ ﬂ Delete | - = tO 2000)

— =l

T I Semice P|rc|\t|cler?‘t | | | ‘ ‘ 4. Gender

hake Model Year Color Plate # Parking |~ Add
| i i | | i = 5. SSN .(Il.lllSt have at least the
_ o last 4 digits).
Photo | StaffRaoles | Qual | Timetabling ... | Medicall.., | Trans Curr SubjectAccess | ADD | DEL l%” E_ ‘
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15.3 Rooms

. . .

Navigation Path: School > School Information > Rooms
3 District of Columbia Public Schoels Student Infermation System

Main Menu Cummuﬂ\jlewmanmmmratmn Lock Mail Query Help Window

@Stan Screen Instance: fri Select School
| il 4@l Announcements

st | Stanm | S| “usn Sehool Details
Course Infarmation L]
Current Schoo Man-Schonl Days
432 [Dct Eee Management * Reporting Periods
Incident Reporting Y Schedule
Current Stude! Injury & Accidents Reporting % Timetable Layout
Mursing Information ] Basil
Pupil No PRs Outstandin Departments P |
9080382 B P Parents
Transportation L Medical
Legal Last Mal nch Menu ltems —_—
Design Letters Alt Address
Legal FirstNar All Student Correspandence  Staff Maintenance Contacts
Jamie Attendance Intervention ¥ Staff pttendance Courses
Sex Grd F Mark Information » Substitute Teachers |_GIDEER |
’7 ’7 Option Sheet p| SHEITIES [ ———]
Teacher Workload LLanscript]
Home Room  wiaster Timetahle Builder w Notes
Mass Simulation ORI Jdents
Exam Timetahle Builder SgTIER
C Al current+ SPAMOdUIE Home Room List Notefncident
& Current Report Card Setup Home Room Assignment Print
i Tiemsiim , Home Room Maintenance
Scheduling Utilities L] Mass Assignments
Mass Updates ¥ Semester Turn-Over
I Room Maintenance ol x|
School .
auhoal Name code field.
32 [432 [DCPE School 165
Rooms

Enter a Long Name

o] Long Name | Ext. Code ‘ Capacity | Room Type ‘ .

[0 100 - - e in the Long Name
1052 [1054 ] =l . .

s i — = field. Information
a7 107 E . .
f1os—fios | — = populated in this
[foa [109 [ [35 | ~| . . .

e | = | field is displayed on
T2 112

EERNEE [ [35 | reports.

[1227 12z [ I

o] | 3] W) 2
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15.4 Adding and Deleting Homerooms

Navigation Path: School > School Information > Homeroom Maintenance
Wain Menu Common\_fiewmadministration Lock Mail Query Help ‘Window

@Star‘t Screen Instance:tr: Select School L =
SELECT SELECT . . »
e s.ﬂ a.ﬂ Announcements |
STUDENT | SCHOOL | ROMIT LiDR ool Info School Details
Course Infarmation ]
Current Schoo Mon-School Days
432 [DCF Eee Management * Reporting Periods
Incident Reporting * Schedule
Injury & Accidents Reporting » T
TR G ] f‘f : R a Timetahle Layout
X Mursing Infarmation b Basi
Pupil Mo. . Departments 151 C R
FRs Outstanding = Parents
Transportation b LoeiErs ;ﬂ dical
Legal Last Mal Lunch Menu ftems __Medical |
fcome Design Letters Rooms |_CIBCURIESS |
Legal First Mar All Student Correspondence Staff Maintenance _ Contacts |
Jamie Attendance Intervention ¥ Staff stendance _ Courses |
Sex Grd F ) Substitute Teachars | GIDEET |
Mark Infarmation b Diploma
[F o Jrzc Staff Duties —_—
Option Sheet b Transcript
Horne Room — waster Timetable Builder EEEEA e Ts-
Mass Simulation eeine/CIntine Incid-ents
" . Yolunteers _—
Exam Timetable Builder Timetable
€ all feurrent + 2FA Module Home Room List Note/Incident
& Current Repart Card Setup Home Room Assignment Print
Pre Transition ——
Scheduling Utiities py NS SR mERE
Mass Updates Y Semester Turm-Over
{ZHome Room Maintenance ol x|
 Current  © MextYear
Year School MName -
|z008 [+50 [aMACOSTIA SENIOR HIGH SCHOOL i‘
Home Rooms
HRoom | S | T | Se.. |USEE| Teacher Room Class Type FulliHalf Time Course Type
[108 [1 [0 [ 35[ 3a[pennis susan  .[108 =l ~ |[Full Ti... o
108 [1To [ 3s[ 21[carer-sykes, ms _|108 =l ~|[FunTi JE

1124 |1 [1 [ 35[  6[andrews, Metin |12 =l = |lFun i
177 |1 2| &0[  6[andrews, Metin |13 =l = |[FunTi

1214 |1 [0 s0[ 20[Saunders, char 1214 | |IFull Ti...

12185 [1 [1 [ &0[ 20[Stewar,wilie 1218 || |[Full Ti..

[ziey [1 [z [ so[ 17 [stewart wilie  Jrz218 =~ lFunTi..
2z [1 [0 35 12[wiliams, Felecic 122 = | [FuirTi.
1254 |1 |0 [ 50 22[Benitez, Natashe 1254 | ~|Fun i
1258 |1 |0 [ 6&0[ 35[Narth, Caralann _[[1258 = ~|[FunTi
[126a |1 [0 35| 4|Creighton, Shelt |25 = | [FullTi...
[1zeer [1 [z s0[  4[Rugd ms _.J1268 =l > |[FuilTi...

0 1 1 o o 22

o ] S o o o [

K [N K 1N X 1 [EN {8 KN

D] TCERIEHD Home Room List State Homeroom Maint
Home Room Change Log
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e HRoom is the abbreviation for Homeroom code. This code, which can
match the room number, may be four alpha or numeric characters in
length.

e S is the abbreviation for Semester.

T is the abbreviation for term.
Se... is the abbreviation for Seats. Insert the maximum number of seats
allocated to the classroom.

e Used is the abbreviation for the number of Seats used. This total will be
automatically calculated based on the number of students assigned to the
homeroom.

e Teacher is the teacher assigned to the homeroom. Select from the ellipsis
J button.

* Room is the location of the homeroom. Select from the drop-down.

e Full/Half Time. Choose Full Time status for all homerooms. This is
required to input homeroom attendance.

To add a new homeroom, proceed as follows:

1. Click the ADD button on the bottom right side of the Home Room Maintenance
screen.

2. Once you click the ADD button, a new blank record appears, ready for data input.

3. Enter the homeroom code in the HRoom field. This code, which can match the room
number, may be a maximum of six alpha or numeric characters. For example, Room 213
might be assigned a homeroom code of 213, 0213 or Z213. The homeroom code
combined with the Semester must be unique.

4. Enter the number 1 in the S field.

5. Enter the number of seats allocated to the classroom in the Se... field.

6. Populate the Teacher field by clicking on the ellipsis ~J button and selecting the
correct teacher.

7. Click on the Room drop-down and scroll through the list to select the correct room by
clicking on it.
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16.0 Accessing Reports

On the start screen, click the Reports icon to display the student Information System
Reports Screen:

s Cia Ak = = =
%5 Start Screen Instance: train
sececr | seiect
iRen| e
STuoENT | SCHoOL

Current School Selected Semester User

[41 [High School 1 [ LISA_OCONNELL

Current Student Selected

Pupil No. Basic
Registered Full-time -~ Parents
Legal Last Mame Suffix Medical
|adams | Alt Address
Legal First Name Contacts
[Marisa Courses
Sex Grd  Phone MNo. Birthdate __Hrm Staff |
[F 11 uniisted 0411001986 __Diploma__|
: Transcript
Horme Room ‘Withdraw Date
| [ -l otes
Incidents
Timetable
€ All (current + wdr) %E * ﬂ_ Note/lncident
& current | | | Print

16.1 Utilizing the Student Information System Reports Screen

The student Information System Reports Screen lists Report Groups and their associated
reports. Click the plus (+) sign next to any report Group name to view the associated
reports within that group.

s Reports

Ballou Seniaor High Schoo
Reports

O DOCPS Most Common Reports: = |
=3 District of Columbia Secondary Report Sard

HE3 District of Colurmbia Transcript

=3 Enrollment & Aattendance Surmmary (RSO0 |
=3 Enrollment - Gender, Grade, Ethnicity (REI0S WWEEKD
=3 Enrollment by TeachermrHomeroom (RZ01 SO Ao Hoo Report |
=1 Homeroorm Membership Lists (MEMB?

= HomeroormrClass Atendance Collection (HRAC) |
=3 student Attendance Totals by Hormeroorn (R2093

=31 Sstudent Demodgraphics by Homeroorm (RZ2Z01 Dero)

=3 student Directory (RA1013 ExportrSingle |

Sample Repoaort

Exportiad Hoo File

Ecename AdiHoco Fields

HE1 student Extract

=31 Student List- Mot Registered

=3 student Roster- Dermo (RA1093
L= student Roster - List cR101)

" Diaily Aattendance Build Manual Extract

Feriod Attendance

Board r District Level Reporting

Class Reporting Ll

Specify Extract Criteria

Slueue Manadger

=
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16.2 Generating a DC STARS Report

High Schaoaol 1
Reports

=Y 00 DSPS Most SGommon Reports ==
Enrollment & Aattendance Surmimary (RSO0

Enrollment - SGender, Grade, Ethnicity (R2Z08 WYWEERKD) )
Horeroam Membership Lists ERBD SR ] [ RS

Sample Report

HormeroomiClass Attendance Collection (HRAC)

Ad Hoo Report
Student Demodraphics by Homeroorrm (R201 Dermoal
Student Directory (1012 = ARSI e e R e e
Student Exiract

Student Roster- Dermo (R1012
Student Roster - List {R1012
Student Roster- Mot Registered
Craily Attencance

Board r Disrict Level Reporting
Class Reporting

Cigily Raporting Build Manual Exirac
Demooraphics

Diplorma Reporting

EnrollmentReporting ._l

ExportrSindgle

Epecity Extract Criter

Dueue Manader

e | i

16.2.1 After opening a Report Group, double click on the report you want to run.

Hioh School 1
Reports

=) 00 DCGRPS Mosl Sombon Reports =
Enrallmeant & Attendance Sumimary (RSO0

Enraollment- Gendeaer, Grade, Ethnicity (R2Z208 Y"WwEEK) -~
Homeroom Membership Lists (MEMB) Exportitd 1 loc Mile

Sample Repart

HomeroormClass Attendance Collecti

noCH R
Ao Hoo Report

Student Demographic=s by Homeroom (R2Z201 Dermal
Student Rirectory (F21017 Eename AdiHoco Fields
Student Extract

Student Raster- Dermo (R101)
Student Raoster - List (R101)
Student Raoster - Mot Registered
Craily Attencance

ExportrSinale

SEpecify Extract Criteria
Board f Disrict Level Reporting

Class Reporting
Chraily Reporting Build Manual Extract
Demographics

Driplarm=a Reparting

CDueue Manager

2| 1|

EnrallmentReporting v|
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16.2.2 If the extract screen displays, click on the run extract for all students button and
then click on the run report button, if the extract screen does not display skip to step
16.2.3

Extract Information

[2004-11-23 04:31 PM Count: 831 Specify Extract Criteria

Students currently enralled {includes cross =t Bui ract
enrolled) at High Schoal 1

Sa List

Run Report

Cancel

16.2.3 Set parameters based on your information management needs.

I Four O Less Course Selsctions =111

School: Browne Junlar HIgh School School vear: 200s/2009

Report Title
Four Or Less Course Selecuons

Sortby. [aipha =

Use Creditvalue or No. of Courses? [Greditvaius -

Al GoursesiSolections : [res < Threshold (Default=4)y [ = [ 400

Scheduled f Unschedulsd Courses [Seheauiea Courses =1 veur [CORR =

o o (RS | B

NOTE: Some reports will not require parameters.
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16.2.4 Click the Printer icon to generate the report in Adobe Acrobat Reader.

’E}:H Student Attendance Totals by Homeroom (R201)

For all reports
Print in
Background?
Field should
be set to No.

School: Hart Middle Schoal Schoal Year: 200752008

Extract 2007-038-27 03:54 P Home Room Semester: [ ~

Report Title
Student Attendance Totals by Homeroom (R201) CliCk Printer
icon to
generate the
report in
Adobe

Acrobat.

Display student name only? Mo -

FPrint in hackaround? |pMo

16.2.5 Review the report results, make any adjustments and print the document.

mgd\t View History Bookmarks Tools Help

[sriimen - (@ 5 https://destars.kd 2in.de.govireports/rwserviet/getjobidd 777 Tserver=repesis3.repesis S| v| B ' Google
New Tab Ctrl+T
Open Location... Ctrl+L nes
Eranlis. S B3 getjobidd752 (application/pdf Obje... . | FX getiobid4750 (spplication/pdf Obje... | | [ getiobid4777 (application/pdf Obj....
Close Window  Ctrl+Shift+W -
Close Tab Ctrl=W ‘? 1/5 8 & 150% - E' ¢} : Find -
Save Page As.. Ctrl+S L . . .
Send Link.. 20  District of Columbia Public Schools Run Date: 30 Jul 2008
Page Setup..
. Student Attendance Totals by Homeroom (R201)

CtrleP

RINGGOLDLO1 Sequence: Alpha
Import...
Work Offine Semester/ Semester:  Term:
Bit
[ | Extract Created On: Group: 1 0
-~ AnA mam limi;w Himbk @ alaal P R B VR [ Th T T TaTa Ty}

16.2.6 On the menu bar, navigate to file > Print
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16.2.7 At the print window, select the printer and proper settings. Click OK to send the
file to the printer.

Print ===
Printer
Mame: Team_FRoom_Frinter - | Froperties
Status:  Toner low; 0 documents waiting Comments shd Farms:
Type: HF Lazerlet 4250 PCL 5 | Document and b arkups / -
Frint Range Frewview: Composzite
@ All E 5 |
Current wview =
Current page
Fagez 1-25
Subzet All pages in range -
Rewverze pages
Fage Handling
Copies: 1 = Coallate il
Fage Scaling: Shrink to Printable Area -
| Auto-Fotate and Center
Choose Paper Source by PDF page size
=
itz 3 L= Unitz: Inches Zoorm: 342
125 (1]
Frinting Tips | [ Advanced ] ] D Cancel
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16.3 DCPS Most Common Reports Folder contains 14 of the most frequently used
reports.
Reports

--_J 00 DCPS Most Cornmmon Reports: -
L4 District of Columbia Secondary Repart Card

[ District of Columbia Transcript

[ Enroliment & Attendance Summary (R500)

== Enroliment - Gender, Grade, Ethnicity (R303 WEEK)
—= Enroliment by TeacherHormeroom (R201 Surm)
- Homeroom Memhbership Lists (MEMB)

- HomeroomitClass Attendance Collection (HREACS
- Student Attendance Totals by Hameroom (R2017)
g Student Demographics by Homeroom (R201 Demao)
g Student Directory (R101)

) student Extract

—# student List- Not Registered

- Student Roster- Demo (R1013

L# student Roster - List (R1013
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